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Welcome to VALERI

The Department of Veterans Affairs (VA) Loan Electronic Reporting Interface (VALERI)
is a web-based system that supports VA employees and servicers working with VA-
guaranteed loans. VA loan servicers are required to report data to VA according to 38
CFR 36.4317. There are two methods of reporting events/data to VA. The first is via a
direct connection to VA (typically for servicers that use a service bureau such as
Mortgage Servicing Platform [MSP] or Sagent). The second method is to report all loan
servicing events through the VALERI Servicer Web Portal (SWP) utilizing a spreadsheet
called the VALERI Events Bulk Upload Template. The template must be used by all
servicers for a small number of data points or events, but is always used by servicers
reporting all their loans manually.

This document has been developed to provide all servicers with guidance on how to use
the SWP. This is a quick reference guide only. Please refer to the VA Servicer
Handbook M26-4 for in depth information on VA policy, event definitions, reporting
timeframes, data elements and post-audit documents.

For answers to policy questions about VALERI, servicers may reach out to the VALERI
Helpdesk at valerihelpdesk.vbaco@va.gov. For Technician assistance, check the loan
information screen and find the assigned Technician. For more information, including
contact information, guides and the most recent templates, visit the VALERI website.

Navigating the SWP Users Guide

The table of contents for this guide is both searchable and linked. Selecting any of the
chapter titles or subheadings will take users directly to that section. Users can navigate
back to the table of contents by scrolling back to the start of the guide, or using the
return to table of contents links at the end of each section. This guide also features
extensive linking between the sections, allowing users to easily find the information they
need to complete a task. These cross references are designated by the same color and
underlining found in web links.

This guide features guidance, step-by-step instructions and informative tables.
Guidance is presented in paragraphs. Numbered lists, bullets and screenshots are used
to give step-by-step instructions for completing tasks in the SWP. Tables are used to
present information about the different kinds of events servicers are required to report
and when they should be reported.

Step-by-Step Instructions

1. Step by step instructions describing how to complete tasks in the SWP appear in
lists. Words that point to links or boxes that the user needs to select will appear
in bold.

2. These instructions will describe how to complete processes that are pictured in
screenshots (Figure 1).

3. The screenshot may also include boxes, lines and labels that show which part of
the screen is important.
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Figure 1: Instructional Screenshot
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Guide to Icons

This user guide employs icons to alert users to important information, especially during
step-by-step instructions.

) Contains supplementary information about actions that servicers take in the
SWP.

A\ Contains cautionary information about actions; usually a clarifying statement to
assist a user with execution.

© Indicates highly important information that is critical to an action.

Accessing the VALERI Servicer Web Portal

Each servicing employee who accesses the redesigned SWP will need to establish a
new VALERI login. Servicer access to VALERI will now go through AccessVA, the same
portal used by Veterans and other stakeholders.

Sign-up must be completed by each Servicer employee. The sign up requires:

1 Identity verification

M Empl oyeeds corporate email address
1 Servicer ID
M Servicerds corporate email address

1 Log-in requires two-factor authentication via text or phone call

Servicer Administrator users will be required to manage access for users and delegate
users. The Administrator will be the first servicer employee to complete the sign-up
process. VA will review and approve the first Servicer Administrator request. The
Servicer Administrator will then be able to log into the VALERI Servicer Web Portal
through AccessVA.

All Servicer users will log in to complete the ID.me process (answering security
guestions and providing a method for two-factor authentication). The Servicer
Administrator will receive an email notification to log in to the Servicer Web Portal to
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approve the access request. The Servicer user will then be able to access the VALERI
Servicer Web Portal using AccessVA.

The Servicer Administrator will need to provide their users with their Servicer ID, which
is used during the ID.me registration and AccessVA subsequent log in process. This
information should be treated as Non-Public Information. Users will be required to
provide a corporate email address for use with AccessVA. No personal email addresses
(such as Gmail) will be accepted.

Delegates are third party organizations that take actions on behalf of the servicer, but
do not service loans themselves. For example, delegate users may file claims on behalf
of a servicer. Delegate users will register through their Primary Employer and users will
be managed by the Primary E mp | o yAd@min&tsator. Delegate servicers will need a
corporate email from their primary employer.

ID.me and the AccessVA registration will be required to access the VALERI Servicer
Web Portal application. There will be no exceptions.

How to Sign Up for AccessVA

1. To begin the signup process for AccessVA, open the AccessVA website.
2. Select the VALERI icon.

Figure 2: AccessVA Website
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3. Select ID.me.
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Figure 3: AccessVA ID.me

Y AccessVA x  +

< C O @ hipsy/accessvagoy o %

U.S. Department
of Veterans Affairs

AccessVA Securing your Access to VA

AccessVA Home | About AccessVA | Contact Us

VALoa onic terface
Choose a secure VA Partner to sign into VA Loan Electronic Reporting Interface Reengineering (VALERI-R):
egister for a Sign-In Partner or Learn More

Sign in with
ID.me

Select an|
VA Select ID.me

VA HOME PRIVACY

LS. Depariment of Vetersns Affairs | £10 Vermont Avenue, NW Washingion DC 20420

| FOIA

4. Atthe Secure Login Redirect, select Accept.

Figure 4: AccessVA Secure Login Redirect
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5. From the ID.me page, select Sign Up for an Account.
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Figure 5: AccessVA Sign Up for an Account
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6. Enter the following:

1 Email: Must be your Servicer email address
1 Password
M Confirm Password

1 Select the box to Accept ID.me terms of service and privacy policy

7. Select Sign Up.

/\ The process will continue with identity verification, security questions and the

setup of two-factor authentication.

@) AccessVA set up is not complete until all steps have been completed. Users
will not be allowed to Access VALERI without an AccessVA ID.me account.

Logging into VALERI

1. Navigate to the AccessVA website.
2. Select the VALERI icon.
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Figure 6: AccessVA Website
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Figure 7: Sign in with ID.me

x +

&« C Y @ https//accessva.gov, ? F e » 7 @ @

U.S. Department
of Veterans Affairs

AccessVA Securing your Access to VA

AccessVA Home | About AccessVA | Contact Us

VALoan Ele g Inte:

Choose a secure VA Partner to sign into VA Loan Electronic Reporting Interface Reengineering (VALERI-R):
Don't have one? Register for a Sign-In Partner or Learn More

Sign in with —
1D.7e ID.me

Select Sign in with ID.me

Select another
VA website

VA HOME | PRIVACY | FOIA

U.S. Department of Vieterans Affairs | 810 Vermont Avenue, NW Washington DC 20420

4. Atthe Secure Login Redirect, select Accept.
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Figure 8: AccessVA Secure Login Redirect
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5. Enter Email.

6. Enter Password.

7. Complete two-factor authentication via phone or text.

8. User will be taken to the Servicer Web Portal Home Page.

User Roles

The Servicer Web Portal has four distinct user roles with different levels of
responsibilities and permissions.

Servicer User

The servicer user is the most general user role. Servicer users can view loan
information, view and upload documents, view reports, report events and claims, file
appeals and file supplemental claims.

Servicer Administrator

The servicer administrator is primarily responsible for monitoring reports, managing
users and maintaining system settings such as Point of Contact users. Servicer
administrators have all the same permissions as the servicer user, plus the ability to
administer users of all roles, assign the Servicer Company Admin role, administer
analytics licenses and administer departments (points of contact).

Servicer Read Only

This role is applicable for users who sign in to view reports. Servicer read only users
can view loan information, documents and reports.
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Servicer Company Administrator

Servicer company administrator users are primarily members of the Information
Technology department, responsible for user approval and maintenance and not for
loan servicing duties. Servicer company administrator users can view loan information
and reports, view and upload documents, administer users (excluding the servicer
administrator role) and administer analytics licenses and departments (points of
contact).

The SWP Home Page

Figure 9: Servicer Web Portal Home Page
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The Servicer Web Portal includes the features below:

Home Icon/Announcements:
1 Select the Home icon to view Active Announcements.
© The system will default to the Recently Viewed list of loans. To view all VA
Loans, select the drop-down arrow and select All.
Admin
M Select to view User Administration:
0 Requests
0 Active Users
0 Deactivated Users
@) User must be a Servicer Admin or a Servicer Company Admin role to view this
feature.

Salesforce Reports

9 Select to view report folders and access reports.
© See Reports in the VALERI SWP for more information.
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Analytics Reports

1 Select to view reports generated using Einstein Analytics.

@ User must have an Analytics license to view this option. Licenses are allocated
and maintained by the Servicer Administrator.

Report Events

{ Selectto upload an event spreadsheet.
More

91 Select the drop-down arrow to access additional features from the Home
Page.

/A Depending on screen resolution, this feature may not be displayed.

Report Claims

9 Select to upload a claim spreadsheet.
Knowledge
1 Select to use the Servicer Web Portal online help tool.

Servicer Departments

1 Select to view Point of Contact information for each Servicer Department.
Search

1 Begin typing to initiate a search. This feature is available from any page in the
application.

Notifications Icon (Bell)

9 Select to view system notifications.
User Name

 Select the drop-down arrow to access Home, My Profile, My Account and log
out.

SWP Admin Page

Servicer Admin and Servicer Company Admin users can use the Admin Page to View
new user requests, Active and Deactivated Users, and add or remove user licenses.
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Figure 10: User Administration Tabs

Requests

On the Requests page, Admin and Company Admin users can approve or deny
requests for new user access to the VALERI SWP. Pending requests and Pending
Delegate requests appear in separate sections.

Figure 11: Requests

/A When the user selects Approve or Deny a confirmation modal will appear.
When a request is approved, the confirmation modal will also allow the user to
assign a role (Servicer User, Servicer ReadOnly, Servicer Admin, Servicer
Company Admin), and select whether to assign a Doc Export or Analytics
license.

© Once a Pending Request is approved, the user will appear in the Active Users
Tab and the Pending Request will be removed from the list.

Active Users

On the Active Users tab, Servicer Admin and Servicer Company Admin users can
deactivate users, change user role, and add or remove Doc Export and Analytics
licenses. Doc Export licenses allow the user to export document versions of some
VALERI SWP items, such as certified claims. Analytics licenses allow users to view

Analytics Reports. If the Servicer has any delegate users, these will appear under a
separate heading.
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